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In the average office... 
30 percent of the workday is spent searching for documents; 

15 percent of all documents are misplaced and 7.5 percent are lost.

steve turner
steve turner, who spoke at this year’s Keystone Conference (sponsored by MANA, NEMRA and ERA), is the former 
executive vice president of sales and marketing for Clover Technologies Group. An integral part to taking Clover from 
$43.5 to $265 million in just over four years, Turner and his strategies for time management and productivity helped 
rocket Clover to the industry’s #1 position.

About four years ago, I set out to test the notion that I could 
be more productive using the standard readily available 
“tools,” including Microsoft Outlook and Office. What I found 
was a world of difference between how we as business-
people currently operate our computers and how we should 
operate them to best achieve our business goals, and most 
important, give ourselves time for our families, friends, and 
our lifelong pursuits.

By creating a methodology to regularly optimize my com-
puter for best performance, become more productive with 
email, organize my files, and create shortcuts to quickly get 
to applications, files and folders, I began putting automatic 
daily deposits into my productivity bank, and now I take 
them out as time. 

With being a “time management guru,” you too can lever-
age technology by using simple techniques, tips, and tools 
to put time on your side. These are just suggestions, and 
if you’re unsure about taking any of these actions, please 
contact your company’s resident “specialist” before moving 
forward.

“optimize” your Computer’s performance
We tend to overlook this important step, and “get right into” 
our work. The reality is that if your computer is 15 percent 
slower than it could be, then you are too — every minute of 
every day (or night) you use it. Here’s a rundown of simple 
steps to help take back that percentage productivity you’re 
losing because of sub-par computer performance:

remove unnecessary programs from your “start” menu. 
Also remove unnecessary applications from the System 
Tray. These non-essential applications often “steal” memory 
and processing power by running in the background.

perform “disk Clean up” regularly.  Note: I recommend 
that you do not “clean up” any Temporary Files, Temporary 

Offline Files, or Offline Files unless you verify that what you 
are deleting is okay to delete (use the “View Files” button 
on the Disk Clean –Up screen to review them).

run “disk defragmenter” regularly.  One CEO comput-
er’s performance was literally increased by about 25 percent 
after completing this. I recommend running Disk Defrag-
menter every one to three months. Give yourself some time 
when you’re going to defragment as it could take as long as 
a few hours if it hasn’t been done for some time.

don’t use outlook to store old “stuff” 
By simply reducing your Outlook Mail down to just the items 
you’re working on/going to work on, you can drastically 
reduce the size of your Inbox, hence improving the perfor-
mance of Outlook. Whether it be the email you’re keeping 
“just in case” someone asks you for it in three months or 
one that has information you want to keep quick access 
to, it is better to put these items in “My Documents,” filed 
in the appropriate subject folder. Between archiving your 
sent emails on a quarterly basis and using “My Documents” 
storage for key emails you want immediate access to, you 
have a powerful one-two punch to keep your Inbox man-
ageable.  iMportANt: When saving email messages in “My 
Documents,” change “Save as Type” to “Outlook Message 
Format” to retain the email format and any attachments.

organize Actionable emails 
in outlook by priority
Since you now have a method for storing emails you’re 
keeping for reference, we want to streamline and start 
organizing the other emails in folders by priority. Some ex-
amples of folders might be “Do Today,” “Read Later,” and 
so on. The key is to make them functional and specific so 
that you use them and review them once your Inbox is 
cleared of emails you’re keeping for reference.

Time — it seems we never have enough of it. In this day of “high tech,” we sell technology but we 
don’t always use it to make ourselves more effective in our own daily business activities.
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if your computer is 15% slower than it could be, 
then you are too.

use Quick search tools
In some cases this can save you literally hours by 
letting you instantly find documents, emails and at-
tachments on your desktop or across the enterprise. 
It is built into Windows Vista, and for Windows XP, it 
can be downloaded by visiting the Microsoft website at 
Microsoft.com. 

When you consider that in the average office, 30 percent 
of the workday is spent searching for documents, 15 per-
cent of all documents are misplaced, and 7.5 percent are 
lost completely — having a good search tool can defi-
nitely save you time.

start using shortcuts
By using the shortcuts already set up in Outlook and 
Office, you can literally zoom around your desktop much 

more quickly, keeping your mouse in its “cage” where it 
belongs. Using the keyboard is much faster, especially con-
sidering you usually are going to type at some point, and 
just use the mouse to get around. A few of my favorite short-
cuts are:

L  windows Key + d (Go to your desktop)

L  windows Key + e (Go to Windows Explorer)

L  Ctrl + Z (Undo your last action in any Windows 
    application)

L  And probably my favorite shortcut: send an email 
    via Ctrl + eNter.

This article is reprinted with permission from the Winter 2008 issue of 
the partner Channel Magazine.
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